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APPLICATION FOR RECORDS RETENTION SCHEDULE 

I-.- _-_ .- - 
INSTRUCTIONS: !%e Publication NO. 76-FIM-1 for instructions on completing this  form.^ forward signed original to 
Department of Archives and History, Records Management Division, x70 Capitol Avenue, Atlanta, Georgia, 30%. 
Attention: Scheduling Soction. 
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WOR RECORDS MANAGEMENT USWE 

Class i f i ca t ion  and Compensation Division 
244 Washington S t r e e t ,  S.W., Room 507-H 
Atlanta ,  Georgia 30334 

Working Tide 
Division Director  

Apeliestion Date 

Application Number 

2. PsnontoContoct 
J e r r y  W. Saylor 

b. 0 Dlspor, of present rcwmulatlon; no further accumulation anticipoted. 

5. Rwrds  &rim ntle (followed by tlde usad In office; if different) 
t ,  CLASSIFIED POSITION HISTORY FILES 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HfSTORY 

The Clas s i f i ca t ion  and Compensation Division is  responsible  f o r  developing and maintaining 
the  Merit System Pos i t ion  C las s i f i ca t ion  Plan. 
spec i f ica t ions  f o r  each c l a s s ;  reviews job descr ip t ions  t o  insure  proper c l a s s i f i c a t i o n ;  
and a l l o c a t e s  each pos i t ion  t o  a c lass .  
exempt pos i t ions  not under t h e  Merit System f o r  compliance with r u l e s  f o r  exempt pos i t ions .  

The Division develops and maintains class 

The Division a l s o  reviews non-classif ied and 

. 

-;? __ L ~ ~ ~ = = ~ . _ _  .* . , ~  ~-~~ -.__ ~~~ 

This file contains the following documontr (include form numbers and titles, if any): 
Am& samples of tb file. . 

Dacumentrrelating to: a l loca t ing  c l a s s i f i e d  pos i t ions  t o  classes on the  bas i s  of job 
descr ip t ions  . 

lndudedrre: a l l  r e l a t ed  job  descr ip t ions  and not ices  of pos i t ion  ac t ions ,  and o ther  
information and correspondence related t o  the  ind iv idua l  pos i t ion .  

File is arranged: chronologically by year;  thereunder by GFXS dTpa-rtment nw-bes; thereunder - 
numerically*'by pos i t ion  number. - '  . .  

.. . - .  ' *  
.__._-.I . ~~ __  ._~i ._.~ - ~ ~~ . I  I~ ~.~ . , 

I \  . .. . 
--~-d-_Ai~_,.-.i ----. ~~"1_~ .~ ~ ~ 

8. k n t h y  ~eferencs Rqte How often are racords referred to which are: . .  

One to six months old twiC.C--; Seven to twelve months old Once.._,; Thirtem to twenty-four months old b s - ~  thaQ or 

Lettor?ize drawers -.. - a.5; _- @g&lr.ize dravfert.--<;Shelves, . . A  . 

entv fiw months 8nd older h&S-thaA Once 
.̂__t-* _-__ 1 __ ..~ i, - . __ - ~ . . ~  .. .... ~ ~ . .  . , ~ ~  . ~ . ~  y.: 

9. Annual aato ot ActumutaH n 

53,830 hos i t ions  

Remrdi 
A.-;Other (wecity) . _ L ; ~  ._.l --.- ~- . - >  i 

- 1500-2000 abolished and 1750-3000 es tab l i shed  each year. 
----.. -.-._--- ~~~~~~ ~ , . _--_ -- -7 - ,_&. ~. ~~~ ~~ 
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~ l o ~ t ~ ~ r e s e a r c h  value? __ 
I- 

in thicwiezsuw Dubllshed? If ves. YC_.___-.-.- 
in this series ever analyzed and/or recorded in a summarized report? 

. h. Is there a dupli of th is  series in your office, or in another office or agency? 
- -- a ted  i n  agencies 

Ylaslrlarlrmignfilmedl 

The following requires thr wries to be kept: 4 11. Rotmion Rquirrmenta 

a. state Law -- _- ... years. d. Audit period --__-__years. 
b. Statm of limitation I ---years. 8.  Administrative need 5 years. 
c. Federal law __ - - -.years. f. federal ratention instructions ---years. 

.. 

-.- 

Am& copy 01 excert of laws M regulations. Explain administrative need. 
Office re ference  and o f f i c i a l  State  f i l e  subjec t  t o  c a l l  f o r  use i n  adminis t ra t ive  hearings 
or . . cour t s  of l a w  as evidence ( for  a shor t  t i m e  following abol i t ion) .  . .  

. .  
. .  . .  ..., . .  . . .  

I_-- l-_ldl& .-~.. . 

~. 
12 Appfovlcl Disposition Inctrucdons - This agency recommends that the file series be cut off at-the end of each: 

. -- . . .  
0 Calendar Year; 0 Fiscal Year: El Other --L-----..+~.. _.,,ihen, 

0 Hold in the currant files area --.~-month(s) 
0 Transfar to local holding area; hold - . ~-..year(s); then 
0 Transfar to Stat# Records Center; hold - 
0 Destroy. 
0 Transfer to Stata Archives for permanent retention. 
El Other fspaCitvl 
Upon abo l i t i on  of pos i t ion ,  t r a n s f e r  t o ' i n a c t i v e  f i l e ;  c u t  off  i nac t ive  f i l e  a t  end of 
each calendar year;  hold i n  cur ren t  f i l e s  area. 1 year;  then t r ans fe r  t o  State Records 
Center; hold 4 years;  then destroy. 

yeark); then 

-year(s); then 

mete instruction$ apply to al l  prior and .Jture accumulations of the series. ' 

I -  
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- 

. .  

lecommendations in para- 
,raph 12 ara approved. 
If dimppmved, attach letter 
Nf explanation.) 

Attorney General/ 
__ ~ . ..- ~~ -~ 

t-60-71; R.v.70 
- -  -~ 



Georgia State Merit System 
Classification and Compensation Division 

D I S P O S E  OF P R E S E N T  A C C U M U L A T I O N ;  
E R  A C C U M U L A T I O N  A N T I C I P A T E D .  

I S P O S I T I O N  S T A N D A R D .  

hich this record series is created? 

These records accumulate as a result of administering a state-wide program of Personnel 
Administration and are created as a result of (but not limited to) establishment and 
maintenance of (1) 
each class. (2) Job Description for each position. (3)  Allocation of each position 
t o  a class and ( 4 )  Compensation Plan. 

Classification Plan consisting primarily of a class specification for 

fi . .  . 1 ' .. . and file arrangement). . .  

(1) 

(2) 

The file relates to allocation of positions to classes on the basis of job descr$ption. 

Each folder contains the current job description, history and allocation authorization, 
and applicable modifying information. ,, 

.i: (3)  Filed in position number order by department. ,.! 
. - '  

:. 



a. [ ]STATE b .  [ ]STATUTE OF c .  [ ]AUDIT d. [ ]FEDERAL e .  WADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD ' LAW D E C I S I O N  VALUE 

(Ci te  Law, S ta tu te ,  or other reason for the retent ion requirement) 

S t a t e  Law - Merit System Act - Rule 4 of Merit  System Rules and Regulations. 
Superced by Georgia Records Act of 1972 

, 25. T h i s ~  agency.recomnends t h e  f o l l o w i n g  d i s p o s i t i o n  of t h e  f i l e  ser ies .  

Upon abol ' f t . l ton o f  posiTfon, t r a n s f e r  t o  an i nac t t ve  f i l e ;  ho ld  i n  cu r ren t  
. f i les area ti1 1 end of  calendar year; t r a n s f e r  t o  Archives. 

' t 
( Indicate  b r i e f l y  rationale for recornendations above/or wri te  additional remarks) : I 


